Objective 


“Willing to join a challenging environment to prove my skills and expertise” 


Skill Highlights 

° Good Communication e Decision Making 
° Computer Skills e Multi-tasking 

° Critical thinking ° Public Speaking 
Experience 


ADMIN ASSISTANT (OPERATIONS) 
> TRANSKARACHI (OPERATOR OF THE KARACHI BREEZE SYSTEM) - GOVERNMENT OF SINDH 
e 16-May-2022 - TILL DATE 


Report to General Manager (GM) Operations 

e For time being looking all HR responsibilities as, managing every aspect of the 
employment process as Job Offer letters, contract letters, joining reports etc. 

e * Maintain Employee Database * Recruitment of Staff * (Sourcing, Screening, prepare 
Schedules) 


e Maintain employee attendance records, Documents. 

e Write and distribute emails, correspondence memos, letters, faxes, and forms. 
e Assist in the preparation of regularly scheduled reports. 

e Develop and maintain a filing system. 


e Plan calendars and schedules, screen callers, and arrange appointments/meetings. 

e Maintain electronic and paper records ensuring information is organized and easily 
accessible. 

e Handle confidential documents ensuring they remain secure. 

e Maintaining files and updating records, making travel arrangements, providing customer 
service, conducting research, assisting with project management and handling 
correspondence. 


ACCONTS & ADMIN INCHARGE 


> AIR FOUNDATION SCHOOL SYSTEM, FATIMA JINNAH CAMPUS KARACHI 
e 01-Oct-2018 - 13-May-2022 


Manage office supplies stock and place orders 

Prepare regular reports on expenses and office budgets 

Maintain and update organization databases 

Organize a filing system for important and confidential organization documents 
Answer queries by visitors and clients 

Update office policies as needed 

Book meeting rooms as required 

Distribute and store correspondence (e.g., letters, emails and packages) 
Prepare reports and presentations with statistical data, as assigned 
Arrange travel and accommodations 

Schedule in-house and external events 

Prepare the Salary Payroll and manage the Petty Cash Register 

Deals with Parents for Fees Collection and Admission Inquiries. 


(P.R.O) Public Relation Officer 
> AIR FOUNDATION SCHOOL SYSTEM, FATIMA JINNAH CAMPUS, KARACHI 
e FROM 1-March-2018 TO 30-September-2018 


e Answer phone calls and emails 

e welcome visitors 

e Support teaching and administrative staff by providing information to students and 
parents. 


TEACHER 
> AIR FOUNDATION SCHOOL SYSTEM, FATIMA JINNAH CAMPUS, KARACHI 


e FROM 31-AUGUST-2017 TO 28-FEBRUARY-2018 
Planning and preparing lessons. 


Encouraging student participation. 

Researching and developing new teaching materials. 
Research and implementing new teaching methods. 
Marking student work and recording performance. 
Setting assessments and overseeing examinations. 


JUNIOR TEACHER 
> ANGEL’S MODEL SCHOOL THARIMIRWAH DISTRICT KHAIRPUR 
e FROM 1-April-2015 TO 30-May-2016 
Plan and supervise activities like art and crafts. 
Help children to learn numeracy and language skills through games. 
Take part in singing, role play and storytelling. 
Observe children and make notes to write reports. 


Education 


DEGREE GRADE /DIVISION UNIVERSITY /BOARD 
M.A (English) 2nd Division (2020) Shah Abdul Latif University Khairpur 
B.A 1st Division (2017) Shah Abdul Latif University Khairpur 
Intermediate Grade “B” (2015) Sukkur Board 
Matriculation Grade “A” (2013) Sukkur Board 
Certifications 


(ore 


Certified with “Administrative Support ““course from Alison Irish online education 
Platform. 

Certified with the “Gender Equality in Transportation “‘workshop attendant from 
(TransKarachi operator of the Karachi breeze System) conducted By Barrister Maham 
Durrani. 

Office Automation Course from Aptech Learning Center Karachi. 

English Language Course certification with Grade “A” from Domino English Language Centre 
Karachi. 

Certified with “Outstanding Performance in Debate Competition” in Eureka Language 
Centre Mosmiyat Campus Karachi. 

Certified with Professional Development Webinar Attendant of Oxford University 
Press Pakistan. 

“Blended Learning Models & Strategies” 

“First Steps to Early Learning in Urdu” 

“Developing Early Numeracy” 

“Engaging Students in History” 

“Advanced Mathematical Skills for a Real-world” 


> “Holistic Science Education” 
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Certified with “Confidence plus & Art of Public Speaking 
Domino English Language Centre Karachi. 

Certified with “Time Management’ workshop attendant From Domino English Language 
Centre Karachi. 


workshop attendant From 


Languages 


> English 
> Urdu 
> Sindhi 


Reference 


Reference will be furnished upon demand. 


